I 

ALLEN SHOURD 
MATERIALS 
COORDINATOli 
I 1-314-391-2205 
' VOICE-78329 


Ordti/inonilor ti^iiires 
Manage fixture iriventory 
Schedule installations 
Supply requests 
Manage mini refurb 
Maintain appropriate files 
Manage warehouse 
Vehicle Administration 
Responsible for assigned 
equipment-hand-helds 
Maintain office supplies 
POS/PDl coordination 
(non-woikplan) 


0995 eS8IS 


REGIONAL 
MANAGER | 
I 

MARK HIRSCH 
REGION 
OPERATIONS 
MANAGER 
1-314-391-4197 
VOICE-65881 
t 


ANITA PETERSON 
PERSONNELS! 
ADMINISTRATION 
COORDINATOR 
1-314-391-1375 
VOICE - 60749 


LORETTA PANTHER 
PROMOTIONS 
COORDINATOR 
1-314-391-1621 
VOICE - 78330 


SHARON BOTZMAN 
SYSTEMS 
COORDINATOR 
1-314-391-3423 
VOICE - 39483 


Answer phones 
Manage general mailTax 
(sort,send,file) 

Handle applications 
New htie paperwork 
PAF & HRIS maintenance 
Enter SIAP scores/data 
Administer voice mail 
Make travel arrangements 
Meeting coordination 
Track administrative budgets 
Manage payables (TPS) 
office payments 
Word processing (assist) 
Make meeting books 
Maintain appropriate files 
Assist with main phones 
Responsible for E-Mail 
communications 
FSOF 


Help with/administer the 
work plan 
Coordinate VAP 
Allocations & Transfers 
Implement promotions 
Order premiums, 

BSGSF coupons/ 
troubleshoot and 
stage premiums 
Handle Incremental Promotions 
Run out leftover promotions 
Track promotion execution 
Coordinate POS and advertising 
Goal maintenance 
Coupon Management - 
Order, receive, reconcile 
the coupon inventories 
Word processing/outgoing 
mail (assist) 

Maintain appropriate files 
Distributor assist 
Prebooking 
Assist with phones 


Manage labor reporting 
Submit expense reports 
Oversee SIS reporting 
Review pay register 
Contract maintenance 
7101 Entry 

Review vending pay register 
Maintain appropriate files 
Drafts/vouchers 
Typing/conrespondence (assist) 
Presentations-CAPS-gross net 
power point 


Source: https://www.industrydocuments.ucsf.edu/docs/jyknOOOO 




